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Practice Management Face-Off: 

Time Matters vs. Amicus Attorney 
 

 

By Brian Cameron, David J. Bilinsky and Daniel E. Pinnington 

 

 

Session Description 
Practice management software goes far beyond its case management roots: 
it is now the killer software application. Take control of your time and 
practice with this powerful tool. Practice management software helps you 
better serve and communicate with your clients, and complete all tasks 
necessary to handle legal matters and manage a law office. It can also help 
you avoid malpractice claims. See a side-by-side comparison of two of the 
more widely used case management products handling four common tasks. 
Regardless of which practice management product you ultimately use, this 
session will demonstrate why you can't afford not to use it. 
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Introduction 
Practice management software should be operating as the central nervous 
system in every law office or legal department. Why? Quite simply, because 
there is no better way to supercharge your practice or department by 
putting all the key information on every matter at the fingertips of every 
lawyer and staff person in the office.  This software will make your office or 
department more profitable by making everyone more effective and 
efficient.  As an added bonus, it can help prevent common errors and 
mistakes, including those that can lead to malpractice claims.   

The presentation for this session will feature a side-by-side live 
demonstration of how two widely used practice management products 
handle four common series of law practice related tasks.   These task 
scenarios are as follows: 

1. Taking a call from potential client, checking for a conflict of interest, 
getting basic information and scheduling a meeting; 

2. Using document assembly to generate an initial client meeting 
confirmation letter to the new client, and docketing the time to do this; 

3. Receiving an e-mail document from a client, filing the document in the 
matter, checking the status of the matter and responding to email, and 
docketing time; and 

4. Showing the routine lawyers go through at the start if a new day in 
terms of reviewing deadlines, limitations, outstanding communications and 
to-do's. 

This paper covers what is presented in the session, including screen shots 
showing in detail what you would see as you complete these four task 
scenarios. 

Practice Management Products Compared 
The two case management products demonstrated in this session are: 

• Versions V+ and X of Amicus Attorney by Gavel and Gown Software 
(www.amicusattorney.com). Version V+ has just recently been 
released and is an upgrade to the traditional Windows line of Amicus 
Attorney (comprising the Organizer, Advanced and Client-Server 
versions). Version X is a new version that runs within Internet 
Explorer.  In this paper we will deal with Version V+, as that is the 
version that is being used by the vast majority of users.  

• Version 6.0 of Time Matters (www.timematters.com) by DATA.TXT 
Corporation. The screenshots in this paper are of Version 5.0, which is 
not substantially different than Version 6.0.  Version 6.0 included a 
BlackBerry® link, an easy to use Outliner/Case Planner, a whole new 
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level of Outlook® integration including background AutoSync, and 
more.  

 

These two products were chosen for the face-off demonstration as they are 
currently the two most widely used case management products in the legal 
profession. This is not meant to be an endorsement of either of these 
products relative to the dozens of other similar products that are available; 
rather it is intended to give session attendees an idea of the features and 
abilities of practice management software.   

Other popular practice management products include: 

 Prolaw or Prolaw Ready (for smaller firms) (www.prolaw.com/)  

 PracticeMaster (www.practicemaster.com/) from the makers of Tabs3 

 Client Profiles (www.clientprofiles.com) an integrated legal accounting 
and practice management system. 

 Computer Law Systems, Inc. (www.clssummit.com) 

 Corprasoft (www.corprasoft.com) – Corporate Law Departments 

 LawStream (www.lawstream.com) – an integrated legal accounting 
and practice management system. 

 LAWTRAC (www.lawtrac.com) – Corporate Law Departments 

 Legal Easy, Inc. Attorney's Assistant (www.legaleasy.com) – Family 
Law Office Suite 

 Legal Files (www.legalfiles.com/)   

 LextraNet (www.lextranet.com) – Web-based litigation support and 
case management 

 Needles (www.needleslaw.com) 

 PCLaw (www.pclaw.com) – this is a legal accounting system that has 
added practice management features in their latest version 7. 

 Perfect Law (www.perfectlaw.com) 

 RealLegal Practice Manager (www.reallegal.com)  

Study the examples and features covered in the presentation and these 
materials as aids that help you focus on how practice management 
applications might improve the productivity of your office. To discover more 
about the competing products, visit the vendor websites and the Technology 
for Lawyers exhibits. 

Practice management products have each has grown and expanded their 
scope – partly as a result of the intense competition among them. Some see 
the environment as one of co-opetition: all users of practice management 
software products stand to benefit when products integrate as much as 
possible with other common software applications such as accounting 
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systems, document managers, document automation systems and the like 
so that practice management software products as a class become the nerve 
centers of a lawyers' desktops. The continual leapfrogging in new 
developments, the introduction of customer-requested additions, the 
enhanced abilities offered by new operating systems – all of these and more 
have allowed the practice management applications to continue to grow and 
to offer more and more features and functionality to practicing lawyers.   

The Major Premise of this paper is that there is never one product that is 
best for all situations – each practice manager on the market has its own 
strengths and weaknesses.  What is important is to evaluate each of the 
products in light of your practice and determine the best choice for you. 
While the core functionality of all practice management products is 
essentially the same, their features vary a great deal. They have very 
different screen interfaces, require different network hardware and software 
configurations, and vary in the other software products they interface or link 
with, a key factor with respect to accounting and billing.  Ultimately anyone 
looking to purchase practice management software should carefully review 
the available products to determine which one best suits their individual 
needs. 

Following the task comparison, we summarize Amicus Attorney and Time 
Matters, looking at issues such as cost, versions available and other 
comparison data.  

Finally, there is a detailed discussion of how to select and implement 
practice management software. 

Practice Management Software - The Basics 
This section of the paper reviews some basic background information about 
practice management software. 

Practice management software, originally called case management software, 
is a powerful tool for bringing efficiency to any size law practice or legal 
department.  While it got its start in the world of litigators, hence the 
original "case management" label, practice management software has 
evolved to the point that it is for everyone, litigator and solicitor alike, and is 
equally useful for those in corporate legal departments. 

There are many lawyers using Microsoft Outlook for e-mail, and a significant 
portion of those lawyers also use it for contact management or as a 
calendar. While Outlook is a reasonably good general-purpose personal 
information manager, it is not specifically designed for use as a law practice 
management tool.  It is contact centric, not matter centric.  Lawyers work 
and think in terms of matters.  There are several excellent case or practice 
management programs specifically designed to help lawyers manage their 
law practices. These programs are matter centric, not contact centric.  
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Ultimately anyone using Outlook should seriously look at moving to one of 
the law office specific practice management products. 

Practice management programs are more than fancy calendars, with 
collections of e-mails and addresses. They have evolved into complex 
"practice management systems" that contain, in one database, almost all the 
information you need to run your law practice.  When used properly, a case 
management program unifies all the data about a client, potential client or 
matter into a single point of reference.  What this means for the practitioner 
is the ability to draw relations between events and information gathered 
over long periods of time by matter, documents or people, and bring them 
to bear on a particular issue or matter in an instant. 

For example, Time Matters uses the metaphor of a time-line.  From the 
time-line tab on a particular matter, the entire history of a particular matter 
can be viewed.  The time-line displays all billing, email, notes, phone calls, 
documents created, documents scanned, legal research, events, and to dos 
(open and completed), showing the state of these items, who did the work, 
how long it took, and when it was done.  See Task 3 at page 48 for the 
Timeline.  Other information pertaining to a matter or contact can be viewed 
through the related tab. 

Amicus Attorney presents all matter information using the metaphor of a 
traditional paper-based calendar and contact book.  You can easily see this 
from the screenshots of Amicus Attorney throughout the paper. 

The ability to quickly identify all of the people related to a given matter, to 
review the history of e-mail communications and notes related to that 
matter, to view all of the past and upcoming events and deadlines, brings a 
high degree of efficiency to these necessary if mundane tasks.  The status of 
a given matter can be assessed with a few clicks of a pointing device, 
without the need to find and review a physical file.   

For those willing to put more effort into customizing a particular application 
the rewards can be even greater.  Practice management programs can be 
customized to create rules based scheduling.  For example, when a matter 
has been set for trial, the program can calculate all of the case management 
deadlines based on the trial date. Changing a “contact” record from a 
potential client to a client code can launch a word processing application, 
prepare an engagement letter and even a first set of draft documents for a 
particular type of client. 

Most of the practice management programs allow for quick and easy 
synchronization of the information hosted on the office server with a remote 
version of the program run off the network while away from the office.  
Taking a synchronized data set on a laptop computer generally provides far 
more case management information than can be synched to a personal 
digital assistant.  Of course, you can still synchronize to a PDA if the laptop 
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is too bulky to carry.  Many of the practice management products now have 
Web versions that give you full access across the Web through a Web 
browser to all information, just as if you were sitting at your desk. 

Not only can case management software help you better manage your 
practice and be more profitable, it can help minimize the chance of a 
malpractice claim.  To understand why this is so, here is a quick review of 
the most common types of mistakes that lawyers make - it is not a failure to 
know or apply the law. 

The Types of Errors Lawyers Make 

Chart 1 - Comparison of Claim Count, 
by Description of Loss, 1989-2003

0.0% 10.0% 20.0%

Fail to Follow Client's Instruct.

Procrastination

Conflict of Interest , >1 Party

Failure to Calendar

Poor Communication w Client

Failure to Know/Apply Law

Failure to File Docs

Fail to Obtain Clients Consent

Failure to React to Calendar

Fail to Know/Ascertain Deadline

Inadequate Discovery of Facts/Invest

All Other

Chart 1 contains claims count percentages by description of loss for the 
Lawyers’ Professional Indemnity Company (LAWPRO).  LAWPRO is the sole 
provider of professional malpractice coverage to lawyers in the province of 
Ontario. Ontario lawyers in private practice are required to have professional 
malpractice coverage. Malpractice errors in the US have a similar 
distribution. 

At the end of 2003 there were about 20,000 lawyers in private practice in 
the province. The claims represented in Chart 1 occurred over a 14-year 
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period, from 1989-2003. These claims number in the thousands and 
represent many millions in dollars of claims costs. Under the LAWPRO 
program, all claims are categorized with a description of loss representing 
the type of error that was made.  From this information it becomes apparent 
where the common mistakes are being made.   

Most lawyers are surprised to learn that a failure to know or apply the law 
only accounts for about 7% of malpractice errors. 

The most common error is a failure to follow client’s instructions, which 
accounts for almost 23% of errors. This description of loss category is 
perhaps a bit of a catchall for other types of errors.  However, in essence, on 
these matters it was unclear as to what instructions where given or not 
given by a client.  These types of claims usually occur because there are no 
notes in the lawyer’s file and/or no letter to the client confirming 
instructions, and the client’s recollection is different than the lawyer’s 
recollection as to what was said or done. 

The second biggest cause of claims is procrastination.  It accounts for just 
over 15% of the errors that occurred.  The predominance of this type of 
claim is not a surprise to most lawyers - it is human nature. 

The next three most common types of errors are conflict of interest/acting 
for more than one party, failure to calendar, and poor communication with 
client, respectively at approximately 9%, 8% and 7%.  Notwithstanding that 
they are easily preventable, together these three errors account for almost 
25% of LAWPRO’s claims portfolio. 

The most common malpractice errors share a number of common 
characteristics relevant to the discussion in this paper.  In particular, they 
are all easily preventable through the use of practice management software.   
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Face-Off: Handling Common Tasks 
These are the tasks we ask the spotlighted practice management products, 
Time Matters and Amicus Attorney, to perform: 

1. Initial Contact with a Client 
Taking a call from potential client, checking for a conflict of interest, getting 
basic information and scheduling a meeting 

2. Send a Letter 
Using document assembly to generate an initial client meeting confirmation 
letter to the new client, and docketing the time to do this 

3. Respond to a Client Email 
Receiving an e-mail document from a client, filing the document in the 
matter, checking the status of the matter and responding to email, and 
docketing time 

4. Start a New Day 
Showing the routine lawyers go through at the start if a new day in terms of 
reviewing deadlines, limitations, outstanding communications and to-do's 

 

In the ensuing pages, you will see step-by-step, illustrated descriptions of 
how lawyers and staff can accomplish these tasks aided by Time Matters, 
Amicus Attorney and other applications to which they link. 



   

 
14

TASK 1 – Initial Contact with a Client 
Take a call from a potential client, check for conflicts and 
schedule a meeting 
This is a basic function that is performed in law offices hundreds of times a 
day. Failure to pick up on a conflict of interest can result in the 
disqualification of a firm from continuing to act on a current file – potentially 
costing the firm not only thousands of dollars but also resulting in the loss of 
a client and gaining the firm an ethical violation in the process. 

Accordingly, any practice management product must be able to surface 
potential conflicts quickly and easily – hopefully before matters progress 
beyond the disqualification point. Here is how both Amicus Attorney and 
Time Matters would handle this task: 

 

Task 1 – Time Matters: 
Assistant takes a call from a prospect 
The assistant in our example, Allison Monroe, starts with the Contact List on 
her screen. When she answers a phone call from Jane Doe, Allison just starts 
typing the last name. 

 
(1) At the Contacts list, Allison begins typing the caller’s name. Instantly 
Jane Doe’s name is highlighted. (2) Allison clicks the Add Phone Message 
icon. 
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The Phone Call form pops up. (3) Allison selects a Code that best describes 
the type of Phone call. Choosing PCLI for Potential Client automatically 
causes several other fields to fill in.  

 

 
(4) Allison selects Jane Doe’s name from a pop-up list in the In From field 
and (5) types the initials of the person to whom the call was made, RSB, in 
the To field. Based on these two entries, the rest of the Phone message fills 
in automatically with Jane’s company, phone numbers, and a Time Matters 
Message for RSB, the attorney Jane Doe was calling. Allison saves the Phone 
Call record and it is automatically sent to the attorney, Robert S. Brown, 
with a Time Matters Message. 
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Attorney opens the Phone message and looks up the caller 

 
Robert S. Brown, the attorney Jane called, receives a Time Matters Message. 
This message window can be set to pop up when a new message arrives so 
Robert will not miss an important message. He double-clicks it to open it. 

Robert sees on the message that Jane Doe has called as a potential new 
client. He opens up her Contact record in Time Matters to see what 
information the firm has about her. 

Attorney checks for conflicts 

 
Based on Jane Doe’s employment information and her status as someone 
who has referred business to the firm, Robert sees no apparent conflict of 
interest. But to be sure, he runs a comprehensive Conflicts Search covering 
all the information that has ever been entered into Time Matters excluding 
what has been specially flagged as Private. 
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Robert clicks on the Conflict button to bring up the Conflict Search window. 

 

 
After clicking through the first windows, Robert types “Jane Doe” into the 
Name or Text field. The search can be refined using the Advanced button,  
which supports and/or searches, “sounds like” searches, and keyword 
searches. 



   

 
18

 
Robert double-clicks on each Note record to check for any problems. 
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Neither of the two Notes suggests any basis for a conflict of interest, so 
Robert calls the prospective client, Jane Doe. 

Attorney calls and schedules a meeting 
The Contacts list is again visible and Jane Doe’s record is still highlighted, so 
Robert clicks on the Add Phone record button to start a call to Jane Doe. 

 
A Phone Form appears. Robert fills it in and clicks the Dialer button. 

 
After Time Matters dials the phone, Robert talks to Jane Doe making notes 
of the call on a scratch pad. When done, he summarizes the important facts 
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from the call in the Memo section of the Phone record, marks it Done, then 
clicks Save & Close. 

Jane Doe agreed to meet with Robert five days later, so Robert asks an 
assistant to enter the appointment with his new client in the Calendar. 
Allison highlights Jane Doe on the Contact list, then clicks on the Add Event 
button to bring up an Event Form with Jane’s name already filled in. 

 

 
Event Form 

Time Matters tracks the flow of communications within an office. It helps to 
ensure that phone messages are routed and handled. It checks for conflicts 
of interest, dials the phone, and records important notes on each call. 
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Task 1 – Amicus Attorney: 
This section will highlight the new version of Amicus Attorney V+    
 
When you first start Amicus Attorney (“AA”) version V+, you will see the 
following: 
 

 
 
If you are familiar with Amicus Attorney V, you will notice a new icon has 
been added – the Notes icon. Otherwise the Office Screen and toolbar 
appear similar to the Office and toolbar in prior versions of Amicus Attorney. 
 
Notice the row of buttons on the top right of the screen – this is your Office 
Toolbar. The toolbar provides you with a quick way to access the different 
modules in AA.  If you look closely, you should see: 
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Each of these icons or ‘buttons’ opens a different module of AA.  For the 
moment in this task we are going to concentrate on the ComCenter button – 
which opens the Communication module in AA. 
 
Now let’s return to our task.  Let us assume that someone in your office took 
a phone call message for you from Jane Doe. They would have used AA’s 
phone message slip within the ComCenter module.  The phone message 
then shows up on your desktop within your ComCenter module. To check for 
your new or unreturned phone messages, the first thing you would do in AA 
is to click on the COMCENTER button on the toolbar to open up the 
ComCenter module.  You should see: 
 

 
 
This is your Communications center within AA – allowing you to track all 
incoming and outgoing telephone calls and messages, emails, faxes and 
letters. For the moment we will concentrate on phone calls and messages 
only. 
 
Since this is a telephone call you wish to return, you would want to first look 
at the phone message.  Double-clicking your mouse while pointing anywhere 
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within the phone call note will open the phone call message.  You should 
see: 
 

 
 
The first thing a prudent solicitor would do is check to ensure that they 
would not be in a conflict by talking to Jane Doe about her case. So what do 
you do?  Check to ensure that no one in your firm has acted for Jane Doe!  

So how can you do this?  Click on the  icon – this will bring up the 
Contacts Module.  Now click on Contacts and then Check Conflicts from the 
menu as follows: 
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You will notice the following dialogue box opens: 
 

 
 
When you click on the OK button, you should see the following: 
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You can see that the conflict check came up negative. 
 
If you had located a match, you could then open Jane Doe’s entry in AA to 
see if she is an existing client (which is just fine) or a party adverse in 
interest or simply someone in the firm's database that happens to have the 
same name. If you don’t find Jane Doe, then you know that no one in your 
firm has dealt with anyone of that name. 
 
Having determined that Jane Doe is someone to whom you can speak, you 
click on the telephone icon next to Jane Doe’s telephone number.   
 

 
 
 
This opens the telephone message dialogue box (and if you have Amicus’ 
Telephone Pro installed, it will dial the number for you as well). You should 
see: 
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In this box you can see the Call Summary area where you can record the 
notes of your telephone conversation.  There are several reasons for doing 
this. The first and foremost is to have a permanent record of this call within 

AA. This allows you to click on  to bring up the notes of all past 
telephone calls with Jane Doe while you are still making small talk with her 
on the line.  This is a very useful way to quickly ‘come up to speed’ without 
having to go on a hunt for Jane’s file.  This allows you to always appear to 
be ‘on top of things’ whenever a client or another lawyer calls. The second 
reason would be that AA is most useful when as much information is stored 
within it as possible – such as the record of all past conversations and 
communications.  This allows you to use the search features of AA to find all 
past communications (and attempts to communicate such as notes of 
leaving messages) with any person without having to find the paper file. I 
use this feature constantly in my practice at the Law Society where I must 
constantly give advice to lawyers (ie our clients). My AA contact database 
contains 6900+ people; and I NEVER have to go in search of a paper file to 
determine what advice I gave to any of them at any time over the last 5.5 
years.   
 
Having determined that you do not have a conflict, the next thing is to make 
an appointment with Jane Doe to discuss her new file. 



   

 
27

 

Notice the  button and click it. This opens up an Event 
Details dialogue box.  In the example below, I have entered the purpose of 
the meeting in the Title area, used the drop down menu to select 
“Appointment”, scheduled the time for the meeting to be from 10:30 to 
12:00 PM for Nov. 25, 2004 and created an email reminder for Jane Doe 
located the meeting at my office. 
 

 
 
 
On clicking “OK” this event will be scheduled in my calendar and the Event 
Dialogue box will disappear.  A couple of things – one, we have indicated 
that a reminder is to be sent to the Contact (ie Jane Doe) to automatically 
send an email to Jane Doe the day before the appointment to remind her of 
the appointment with you. You could also have clicked on the "Assigned:" 
button to schedule this appointment with your associate to attend the 
meeting, if you wished.  
 
One matter remains: making a time and billing entry for all of this.  Notice 
that the telephone call dialogue box is still open and contains the button:.  

Click on this button. You will see a time entry dialogue box 
open as follows: 
 



   

 
28

 
 
In this case I have created a new file for Jane Doe and entered this info into 
the Matter field.  The billable time entry will be complete when you click on 
“OK”. 
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Task 2 – Send a Letter 
Use document assembly to generate an initial client 
meeting confirmation letter to the new client and docket 
the time 
This is another basic function that is performed in law offices hundreds of 
times everyday.  Lawyers and law office staff spend much of their time 
generating documents.  Anything that will allow them to do this more 
efficiently should be welcomed with open arms.  Most practice management 
software now includes advanced document assembly and automation 
functionality. This allows you to easily and almost instantly create generate 
documents from precedents that include client specific information. Don't 
forget to docket your time. Here is how both Amicus Attorney and Time 
Matters would handle this task. 

 

Task 2 – Time Matters 
After entering the Initial Meeting with Client in Robert Brown’s calendar 
(described in Task 1, above), assistant Allison merges a confirmation letter. 
She still has the Event Form up on her screen. 
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In MS Word, Allison clicks the special Time Matters button, “TM Save,” to 
save document and link it to Jane Doe in Time Matters. 
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In the Document Form, Allison chooses a Code that best describes the type 
of document, CORR for Correspondence. She enters the amount of time to 
be billed to the client for the document then types a descriptive file name 
that Time Matters will use when it saves the document to disk. 

 

 
Allison records a time record for preparation of the letter to the client. 

 

Task 2 – Amicus Attorney 
So you have had your first meeting with the new client.  You need to send a 
confirmation letter to the client – confirming as Abe Lincoln said, that they 
have a lawyer and you have a client. For the rest of this paper, you can 
follow along on your computer in Amicus Attorney version V+ by launching 

Amicus Attorney and clicking on the Office button  on the toolbar.  
This launches the office module – you should see:  
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Now click on the word OFFICE in:  at the upper 
left of the Office module.  This will bring down a menu as follows: 
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Now click on Open Tutorial Office.  You will see a further pull-down menu as 
follows: 

 
Click on “Tutorial with Sample Data” and click “Open”. Now your office on 
the screen will match the rest of this paper and you will be able to follow this 
demonstration exactly on your computer. 

 

Let’s go back to our task at hand.  We need to send a confirmation letter to 
our new client. How can you do this quickly and efficiently? First, click on the 

 button on the toolbar.  This opens your list of contacts: 
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For this example, double-Click on Janet Baily or highlight her and click 
“Open”.  You should see: 
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Now, click on Contacts – you should see a pull-down menu.  Click on 
Generate a Document within that menu: 
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You should see a dialogue box open, asking you to select a Master 
Document: 

 

 
 

Click on the down arrow and the pull-down menu appears.  Click on General 
Documents which produces the sub-menu.  Click on Retainer, and you will 
see that “Retainer” is now shown as the Master Document [Retainer (HD-
WP) is a retainer agreement precedent for use with Hot Docs and 
WordPerfect].   

 
 

 

Click on the OK button. Now you have to tell Amicus the name under which 
you wish to save the retainer letter. 

 



   

 
37

 
 

Click “Save” and the retainer letter and agreement are created (in this case 
in Notepad): 

 
 

You can create an unlimited set of precedents that can be merged from 
within Amicus Attorney: using Notepad if you wish, or Word or WordPerfect 
merge; or Hot Docs with either Word or WordPerfect; or by using Amicus 
Assembly – an add-on product that is a full featured document assembly 
application (Ghostfill is the document generation engine, adapted to work 
with Amicus Attorney). 
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Here is the same letter and agreement if you had generated it in Word  
merge format: 

 
 

Now that we have the letter and retainer agreement, we need to docket our 
billable time. Go back to Janet Baily’s contact listing by clicking on the 

Contacts button on the toolbar .  You should see her ‘rolodex’-like listing 
– notice the grey area on the right hand side of her listing – this is the ‘brad’ 
and clicking on it brings up different sub-pages of info relevant to Janet and 
her files as follows: 
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Click on “All Files” – this brings up the brad of all the files for Janet Baily: 

 

 
 

Double-click on the Baily re Kipling file – this is the file on which we have 
been working – this highlights how in Amicus you can start with a contact 
and go to any file relevant to that contact.  If you wish, you could have 
started from the “Files” button on the toolbar and looked for the “Baily re 
Kipling file” – but in our case starting from the contact listing for Janet is 
faster since we are already working from here. 

 

Double-clicking on the “Baily re Kipling” entry on Janet Baily’s contact brad 
opens this file as follows: 
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Now, click on the ‘brad’ for this file and you will see a drop-down menu – 
click on “Documents” in this menu and you will see a sub-menu appear – 
click on “All Documents” in the sub-menu: 

 

 
 

This will open up the brad containing all documents associated with this file 
as follows: 
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What you should see is a listing of the document that you have just created 
on the file – in my case (below) you will see multiple documents since I have 
created the Retainer letter in Word, WordPerfect and Text-only formats: 

 

 
 

Click on any of the entries – you will see a document profile dialogue box 
open as follows: 

 
 

Notice the “Do a Time Entry” button on the lower right side of the dialogue 
box – click on it. This brings up a time-entry dialogue box as follows: 
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In this case I have filled in the details of the meeting and what was 
discussed as well as the details of the retainer and refreshment of same.  I 
also entered the time that this took – 1.5 hours (another method to do this 

would be to start a “timer”  within Amicus at the start of the meeting – 
and use the timer to generate a Time Entry..).  Once you click “OK” the time 
entry is entered into your time sheet in Amicus.  To confirm that this has 

occurred, click on  in the toolbar.  You should see your daily time sheet 
with the Bailey time entry as 
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follows:

 
 

Notice a few things while we are here.  First, your time is accumulated and 
tabulated as you make time entries during the day.  Secondly, the time 
sheet keeps tab on your billable and non-billable time during the day – 
allowing you to have ‘real time’ feedback on how you are doing in terms of 
meeting your minimum billable time entry requirements.  Bu there is more – 

click on the Statistics tab in the timesheet at the upper right-
hand side.  You will see a summary of how you are doing from a time-billing 
standpoint, that is kept up to the minute: 
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This sheet assists in goal-attainment and income-fulfillment! You can see 
that Amicus keeps tab no only on your billable time for the day, but also for 
this Week, this Month, This Year and compares this with last-year’s data (for 
comparison’s sake).  Amicus also provides you will forward-looking data: the 
box in the lower-right tells you what you have to do to keep on track from a 
billable-time standpoint: 

 
 

In this case, Bobby Donnell is ahead of his billable hours target of 7.4 
hours/day.
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Task 3 – Respond to a Client Email 
Receive a client document via Email, file the document in 
the matter, check the matter status, respond to Email, and 
docket time 
Undoubtedly lawyers and law office staff will tell you they are overwhelmed 
with trying to keep up with e-mail messages.  Practice management 
software is updated immediately as it is used by everyone in the office. 
Armed with the current status of a matter, a task such as promptly 
responding to a client Email may be performed without ever looking at the 
paper file. Here is how both Amicus Attorney and Time Matters would handle 
this task. 
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Task 3 – Time Matters 

 
Alerted by an optional sound or flashing icon that he has new Email, Robert 
Brown opens his Personal Inbox by clicking the Inbox icon on the toolbar. 

An Email has arrived with an attachment regarding a Signed Fee Agreement. 
Robert can scan the contents of the Email message in the Preview Pane 
below the list of Emails. It is important, so he double-clicks on the Email to 
open it. 
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Time Matters Email message 

Because the sender’s Email address matches the Email address entered in 
the MegaTech - Patent matter, the client name and matter name are filled in 
automatically by Time Maters. 

Robert clicks on the Attachments button to bring up a list of attachments. 

 

 
       Attachment List 

The Attachment list appears with options to Open, Save, TM Save or Delete. 
Robert clicks the TM Save button to bring up a Document Form used to link 
the document to a matter and to save it. 
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Document Form 

The Document Form has already filled in the Date, Time, Client and Matter 
Name and a filepath (the folder and subfolder where the document will be 
stored). When Robert fills in a descriptive name in the Description field, Time 
Matters will complete the File Name. Robert clicks Save & Close to save the 
Document Form and the document file to disk. 

Returning to the client’s Email message, Robert now opens the attachment 
and reviews it. No action is required on the agreement, so Robert deletes 
the attachment, knowing he already linked it to the matter and saved it. 

Before replying to the request for a meeting contained in the Email, Robert 
opens up the MegaTech Patent matter to check its status. 

 

 
Timeline Tab on Matter Form 
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Robert reviews the Timeline, a chronological listing of records of all sorts – 
phone calls, notes, Emails, documents – that relate to the matter. Having 
refreshed his memory about the matter from the Timeline, Robert closes it 
and returns to the Email from his client. 

 

 
Clicking the Reply button starts a new Email message with everything filled 
in except what that Robert has to say to his client. Robert types his reply in 
the new Email message, acknowledging receipt of the document. 

Before sending the Email, Robert clicks the Send to Billing button. When 
Billing Matters is activated with Time Matters, a complete timekeeping and 
billing systems is available with the Time Matters program. The Billing Item 
form appears. 

 

 
Billing Item Form 

On Billing Item Form all the information is inherited from the record Robert 
was working on. All he has to complete is complete the details of the 
Description that will appear in the invoice. 

Before moving on to the next task, Robert decides to check where he is in 
terms of billable time. 
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Quick Item View – a Spreadsheet for Time and Expense Entry 

Quick Item window is available when Billing Matters is activated with Time 
Matters. It resembles a spreadsheet for entering time and expense records. 
This window supports the rapid entry of time records. For example, by 
starting to type the name “MegaTech,” the rest of the first matching name 
appears highlighted in blue after the cursor. The Quick Item view also shows 
total hours and expenses for items entered in the list. 

 

 
Timesheet 

The Timesheet is another option for entering time records using the Time 
Matters - Billing Matters combination. It shows five days of time records for 
one timekeeper together with daily totals.  
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Task 3 – Amicus Attorney 
While the earlier section of this paper had us generate a letter and retainer 
agreement to be mailed to a client, personally I find that I am generating 
hardly any hard-copy documents today. My world has become increasingly 
electronic – and I am continually exchanging communications by email. 
Documents are exchanged in PDF format (Adobe Acrobat’s Portable 
Document Format) rather than on paper or in Word or WordPerfect format– 
indicating that the people with whom I communicate largely have become 
electronic rather than paper-oriented. Indeed even the ‘papers’ for this 
conference are not printed but rather burned into a CD-ROM – which allows 
for the inclusion of live hypertext links or interactive spreadsheets. In our 
jurisdiction, we are now filing land transfer documents electronically in PDF 
format, and we are already filing documents in the Corporate registry 
electronically. The greater utility of electronic communications reflects how 
lawyers are operating in an increasingly digital environment – and how our 
systems and applications have to adapt accordingly. 

 

So let’s start with email.  Amicus Attorney works well with Outlook – sharing 
emails, contacts, calendar appointments and to-do’s bi-directionally. In our 
office, we use Outlook – fortunately, since Amicus ‘sits’ on top of Outlook, 
this allows everyone in the office to use Outlook while I use Amicus – 
allowing me to fully integrate with them (and them with me) but giving me 
access to all the additional features and functionality available in Amicus 
Attorney but not in Outlook.  In a very real sense, I have much greater 
functionality than they do – due to the fact that Outlook is contact-centric 
but Amicus Attorney is file-centric – and lawyers work from files, not 
contacts. 

Where do emails go in Amicus?  They come into the Communications 

module.  Let us click on the ComCenter button on the toolbar .   
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Notice the pull-down menu in the upper left hand side. By clicking on the 
down-arrow, you can pull up down the menu that allows you to select to see 
just “Messages”, just “Saved E-mails” or “Messages and Saved E-Mails”.  For  

our purposes, click on “Messages and Saved E-Mails”. 
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You can see how Amicus brings in telephone messages (“Msg From”) and 
emails into one communication center (Version X extends this to include 
letters and faxes as well). Double-click on the first E-Mail from Gary 
Berwood.  This opens up this email in Amicus Attorney: 
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Notice a few things.  First, you have all the usual buttons at the top that you 
would expect with email – Reply, Reply To All and Forward (View opens the 
email in Outlook).  Notice the Amicus Attorney icons – one for the link to the 

Contact module  showing that this email is shown from Mr. 
Gary Burwood -  but clicking on the icon would allow you to select anyone 
from your contact database (for example, where the sender may not be the 
person with whom you wish to associate to the email).  The File icon: 

 shows that this email is linked to the Berwood vs Wright file 
– and will show up on the ‘brad’ in the Berwood vs Wright file. If this field 
was blank, clicking on the file icon would bring up the Files module – 
allowing you to select the file on which the email would be filed.  Amicus will 
try to do as much work for you as possible – if the sender is in your Amicus 
database, then the down-arrow in the Files section of the email will bring up 
a short list of the files on which the sender is associated – and you can 
select the right one by a quick mouse click. 
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Just a few other things to note.  See the  icons at the 

bottom of the email box.  The  sends the email to the printer in case you 

need a hard-copy.  The  allows you to toggle this email as being visible 
only by assigned team members (for privacy reasons).  

 
 

The  icon allows you to do a time and billing entry for handling this email.  

Lastly the  icon opens an Event dialogue box, allowing you to create a To-
Do, or an appointment from this email, thereby taking the email and making 
it into an ‘action item’.   

Now we have already ‘filed’ the email on the Berwood vs Wright file (or 
rather Amicus Attorney has done this for us).  Our next task is to check the 
status of the file, responding to the email and making a billable time entry. 

Click on the  (or information) icon within the email.  This opens the 
Berwood vs Wright file: 
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Now click on the Brad – you will see the Status Report in the pull-down 
menu: 

 

 
 

Double-click on the Status report – you will see: 
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The Status Report is an area on the Brad for the file where anyone who has 
worked on the file can continually update the status of the file for everyone 
in the firm to review (*just in case someone was confined due to SARS or 
was hit by the proverbial bus on the way to work*). 

There is another way to quickly come up-to-speed on the file – click on the 
brad and then on “Communications” then on “All Communications”:  

 

 
This brings up a list of summaries of all the communications logged on this 
file – allowing you to scan the telephone calls, messages and emails and get 
a sense of what is happening on the file (this is my favourite way to stay on 
top of a file since most lawyers usually confirm when something is to be 
done on a file by way of a telephone call or email). If your practice is to send 
these confirmations by way of letter, you would review the “Documents” on 
the brad instead. Here are the communications on the Berwood vs Wright 
file: 

 
Clicking on any of these short entries will bring up the full communication for 
an in-depth review. You can read any of the information on the Brad and do 
a full overview of the status of the file within Amicus. 
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Let’s return the email.  Having reviewed the status of the file, click on 
“Reply” within the email message. This opens up a reply email within 
Outlook.  In this example, I have typed a reply and I am ready to hit 
“Send”: 

 
This shows the seamless integration between Outlook and Amicus Attorney. 
The last part of the task is to create a billable time entry.  Click on the Time 
Sheet icon within the email in Amicus Attorney.  This opens a Time Entry 
dialogue box: 
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In this case I have entered a description of the tasks and entered 0.4 as the 
billable time – you could also have used the Timer within Amicus to track 
this time as well by clicking it ‘on’ at the start of the task and allow it to 
collate the time on this file/task.  This task is now complete when you click 
on “OK”.  All emails have been logged within Amicus Attorney for future 
reference, the billable time is entered on the daily billable time sheet and 
Outlook is used for sending and receiving all email, integrating this 
information with the files maintained in Amicus Attorney. 
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Task 4 – Start a New Day 
A lawyer’s routine to start the day reviewing deadlines, 
limitations, communications and to-do's. 
Keeping up with multiple deadlines and tasks on many different tasks can be 
very difficult.  Practice management products excel in their ability to neatly 
organize and manage the tasks and deadlines that must be handled to 
complete all work necessary on a legal matter. Here is how both Amicus 
Attorney and Time Matters sort and sift through all your files and give you, 
all in one place, all the information you need to complete all current tasks 
and meet all imminent deadlines: 

Task 4 – Time Matters 
At the start of your day, you want to know: 

 What is important now? 

 What is right around the corner? 

Three views in Time Matters help you start your day. In the next few pages, 
we highlight these individually customizable views. Using menu-driven 
settings, we have tailored some of the views. All three are shown in the 
screenshot, below. 
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1. Calendar – See today’s Events and look ahead to the week. 

2. Day File – A personal list, like a yellow sticky 

3. Alerts, Reminders, and Watches – A “fail-safe” hot list 

4. To-Do's – Tasks scheduled for this date 

We will look at what these Time Matters tools can do for you. 

Calendars in Time Matters 
You choose your main calendar view: Today, Multiple Days, a Week, or a 
Month. The calendar can show just your schedule, just your workgroup’s 
schedules, just the lawyers’ schedules, or the entire staff’s schedules. 

The 5-day view of one lawyer’s calendar may look like this: 
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1. Your name appears in the Staff field. You can easily check other 
people’s calendars by choosing another name here. 

2. Your appointments appear in color-coded time blocks. Double-click 
any one for full details. Drag-and-drop to move an appointment. 

3. Each day’s ToDo’s appear at the bottom of the Calendar. 

 
Part of the Multi-Day Calendar View 
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The Day File – a Personal “Hot” List 
When you want to focus on several important things each day, the Day File 
can help you. It can be your “hot” list. The Day File can contain links to 
Phone Calls, ToDo’s, Emails, Clients, Documents, really anything you need to 
respond to.  

 
The Day File – a “Yellow Sticky” hot list 

In Time Matters you can Double-click on any item to see its details. After 
you handle an item, you remove it from the Day File. 

Alerts, Reminders and Watches 

 
The Alerts, Reminders and Watches window is available with one click.  
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It allows you to focus on today’s activities as well as jog your memory about 
other things that may need attention. As upcoming Events are entered into 
your Calendar, you can have reminders set with varying lead times that 
depend on the type of Event. 

For example, you may want to be reminded of a CLE Seminar twice: once in 
time to cancel and still receive a refund and again the day before. For a 
major client meeting requiring extensive preparation, you set multiple 
reminders, such as 14, 7, 3, 2 and 1 day in advance. 

Keeping on Track during the Day with Time Matters 
During your workday, you may spend most of your time at the PC with 
Emails and documents. With Time Matters running, you can quickly switch to 
your Calendar, Day File, and Alerts screens to keep your important priorities 
in mind. You can be more relaxed when you do not feel as though you have 
to keep everything in your head and are not at the mercy of sticky notes and 
elusive paper lists. 
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Task 4 – Amicus Attorney 
Practice management software should give you the big picture, the 50,000 
foot view, on your practice and firm.  Here are Amicus Attorney’s ways of 
doing this: 

 
First we start with the Dailies.  There are two screens to the Dailies – the 
first is “Today’s Practice Reminders” that sums up “What’s Going on Today?” 

Here is what it looks like: 

 

 

The Dailies quickly gives you a summary of your day (phone messages that 
you have not opened and read, upcoming appointments and deadlines from 
your calendar and To-Do list) and of things that need doing – such as 
posting unposted time to your accounting system.  It also tells you when you 
have forgotten or neglected to make any billable time entries for any 
business days.  It will also tell you that you have hit a billable time ‘ceiling’ 
on any files for which you designated such a limit – thereby warning you 
that a discussion with your client about this file is in order.  Double-clicking 
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on any of these entries takes you to the details regarding these entries – 
such as opening the Alladin Purchase file. 

 

This is the default view for the Dailies – but if you click on “Dailies” in the 
menu: 

 
and then click on “Today’s Overview”, you can open up a different view that 
looks like this: 
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As you can see, this view provides you with a detailed overview of today’s 
Appointments, Outstanding To Do’s, Outstanding Phone Messages and E-
Mails. This view allows you to start visualizing your day and how to set and 
attack your priorities. 

These are the default views – however,  “The Dailies” can be customized by 

clicking on the  button on Preferences: 

 

 
 

Here you can customize The Dailies (*and other aspects of Amicus Attorney 
by using the other tabs).  Let us overview what I have found are the more 
important items: 

 

1. Calendar: Warn me if I have more that 21 items on today’s To Do list:  
The “warning number” can be designed by you – the idea is to prevent 
your To Do list from growing to an unmanageable size.  This allows 
you to prevent your To Do list from becoming a parking lot of good 
intentions… 

2. Files: Check Remind me about business development if I haven’t 
opened a new File in X (in this case, 21) days.  Sometimes you can 
get so caught up in working on current files that you lose touch with 
the fact that you need to continually add new files to the hopper.  This 
is a marketing prompt!! 
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3. Time Sheets: Remind me about Time Entries.  This prompts you to 
keep your time entries current (by not allowing business days to go by 
without any billable time entries) and to post your time entries into 
the accounting system. 

You can explore the remaining tabs in this screen to customize any of the 
other modules of Amicus Attorney. 

 

Let us return to keeping a 50,000 ft view on your practice and firm.  The 
Dailies allows you to look at you own day – but the Group Calendar function 
allows you to get a quick overview into everyone else’s calendar 

appointments.  Click on the Calendar icon in the toolbar .  You will see: 

 

 

Notice the “Group” tab on the lower right-hand side.  Click on it. 
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Here you see a combined schedule on the left-hand side and everyone’s 
individual calendar on the right.  The combined schedule can be used to 
schedule group meetings (use your mouse to “click and drag” between 2 pm 
and 3 pm and you will see that you have just created an appointment that 
will be shown in EVERYONE’s schedule that is “Assigned” to the appointment 
as follows: 
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This is a great way to save time scheduling an office meeting! (You can even 
assign a client, a room, or an office administration file to the appointment, 
such as “Alladin Purchase” or “Staffing” or “Holidays” etc… 

 

Let’s go back to your own calendar for a moment: 
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I would like to point out a few things: First the To Do’s: Note that Amicus 
ranks the To Do’s in order of whether they are Past-Due (with a count on 
how many days past-due), Due Today or due at some time in the future 
(with a count up to the due date).  There are also To Do’s that do not have 
any assigned due date, in which case Amicus counts the number of days that 
they are on the list (such as the Technology Committee decision on new 
software that has been on the list for 138 days!). 

Here is a quick way to schedule your To Do’s and make time to actually DO 
them:  Highlight a To Do with your mouse (such as the Berwood vs. Wright 
prepare cross-examination entry) by clicking once on it with your mouse. 
Now Click on this highlighted To Do and “drag” it with your mouse over to 
your calendar and “drop it” into your calendar as follows: 

 

 
 

Now double-click on the appointment (with yourself!) to work on the 
Berwood vs. Wright cross-examination – this allows you to change the 
default appointment time and schedule it instead from 9:15 am to 12:15 
pm.  Why do this?  First, a good time management tip is to schedule To Do’s 
as appointments – allowing you to manage your time by your priorities 
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rather than otherwise.  Secondly, because this time is shown in the Group 
Calendar in the office, everyone can see that you have set aside this 
morning to work on this file – and hopefully will respect this and check the 
Group Calendar in Amicus Attorney before interrupting you – allowing you to 
work in peace!  This drag and drop feature is useful to take a phone call – 
convert it into a To Do using the icon, then drag and drop it into an 
appointment and then when you have finished, click on the little blue billable 
time sheet icon shown in the upper right-hand side of  the appointment 

 and that will create a billable time 
entry. This is a great way to use the workflow features of Amicus Attorney to 
save time and keystrokes! 

 

This is a quick overview of how Amicus Attorney keeps you on top of your 
Day, your To Do’s (including your limitation and Bring Forward reminders), 
your appointments and communications.  Of course, for a more detailed 
overview of your day, you could open up the Calendar and the CommCenter, 
to review the details of your appointments and your outstanding telephone 
calls, messages and emails. I generally find that I use this method – by 
opening the Calendar and the CommCenter  - to organize my day – by 
quickly looking at my To Do’s, my appointments and my outstanding 
telephone calls – and then deciding what it is that I should be doing to make 
the best use of my time that day.  And I do ‘drag and drop’ To Do’s into my 
calendar – to reinforce that I want to use my day to attack that particular 
task!    
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Summary of the Products: 
This section contains some basic information on the two practice 
management products covered in this paper.  

Time Matters Summary 
By Wells Anderson (Updated by Dan Pinnington) 

What versions of the product are available? 
 

Version 6.0 of TimeMAtters was recently released. Improvements include a 
BlackBerry® link that sets a new standard for handheld integration, an easy 
to use Outliner/Case Planner, a whole new level of Outlook® integration 
including background AutoSync, and more. 

 

TimeMatters 6.0 Professional Edition 

This Edition includes Time, Information, Billing, Document, and 
Communication Management features, plus bulletproof networking and the 
best links to industry-leading programs for billing/expense control, document 
automation and management. 

 

TimeMatters 6.0 Enterprise Edition 

The Enterprise Edition of Time Matters running advanced client server 
technology for large networks, or small networks with large databases. 
Enterprise Edition is the same as the Professional Edition except that it uses 
the Microsoft MSDE database or Microsoft SQL Server Version 7 or 2000 
Database Engine. 

 

BillingMatters 6.0 plus Accounting 

Billing Matters™ 6.0 Plus Accounting adds full back office accounting to the 
award-winning Billing Matters standard feature set. Get complete accounts 
payable and receivable, a flexible general ledger, world-class check writing 
and reconciliation, and more. 

 

World Server 5.0 

World Server 5.0 gives you access to your practice management information 
through the Web. It has a nearly identical interface and the same core 
functionality as the Time Matters desktop application, and they work 
together. The World Server browser version shares your practice 
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management database in real-time with your desktop version of Time 
Matters. 

 

What does Time Matters cost? 
Pricing varies depending on which version of the software you purchase.  
Basic standalone versions start at US$300 or so per user.  More advanced 
network and web-enabled version cost more.  See the Time Matters website, 
www.timematters.com/sales for details and the latest information. 

 
What types of practice is the product suited to?  
Time Matters is suited to law firms and departments of all sizes: 

 Small Firms – Time Matters handles a variety of practice specialties in 
one application to serve each practitioner in the firm. No separate 
database software needs to be purchased and updated: Time Matters 
Professional runs on a shared network hard drive on Microsoft and 
other networks or peer-to-peer on an available PC. 

 Solo Practitioners – A solo can take the law practice along anywhere 
in a laptop. Over the Internet or back at the office, the attorney can 
synchronize everything for the purpose of sharing with assistants and 
backup. 

 Multiple-Office Firms – Time Matters can synchronize multiple 
locations, including lawyers' home offices, using one of several 
approaches. For larger firms, SQL databases can update each other 
regularly. For smaller firms, Time Matters synchronization keeps far-
flung offices and laptops up to date. 

 Very Large Firms – Running on Microsoft SQL Server, Time Matters 
handles hundreds of users in one or multiple locations. With World 
Server, the firm can host the main Time Matters database on its own 
premises and also make it available, subject to strong security, over 
the Web. 

Practice Areas – Time Matters includes customizations for the following: 

 Bankruptcy 

 Construction Law 

 Corporate 

 Elder Law 

 Employment 

 Estate Planning  

 Insurance Defense 
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 Intellectual Property 

 Personal Injury 

 Real Estate 

 Tax Law 

 Transactional 

 Workers Compensation 

Many other practice areas may be served using the customization features 
that require no programming. 

Implementation issues - can you install it yourself?  
Installing Time Matters Professional 

Yes. Installing Time Matters is easy. The program is very useful right out of 
the box and most users do not hire consultants to do the installation. A new, 
empty Time Matters database, along with a separate Tutor Database 
populated with sample data, takes about five minutes to create. 

As a part of a standard installation, Time Matters is ready to send 
information into Microsoft Word and Corel WordPerfect. It can print 
calendars, contacts lists, matter lists, invoices and other documents. 

Ordinary users can learn the basics of customizing fields and other features 
in Time Matters without spending too much time. The product includes a 
large selection of narrated videos and a 582-page User Manual both as a 
printed book and an Adobe Acrobat PDF file.  

But a word of caution: If you do not invest the time necessary to understand 
what you are doing when customizing software, you are likely to: 

1. Miss out on many opportunities to save time and make more money; 
and 

2. Make mistakes that may take an unfortunate amount of your time or a 
consultant's time to fix. 

In most situations, law practices ranging from a solo practice to a very large 
firm will benefit from hiring a knowledgeable consultant if only to provide 
guidance and get the project off to a good start. 

Installing Time Matters Enterprise 

In the right circumstances, you can install the Enterprise Version yourself. It 
comes bundled with Microsoft SQL Server 2000 Desktop Engine (MSDE), a 
free version of Microsoft's main database product. Following the step-by-
step Installation Instructions, you can install Time Matters Enterprise and 
MSDE from the installation CD. Because of the requirements for the 
Enterprise version, the process can be more complex depending on the 
setup of the firm's existing network server. MSDE needs to be install on a 
Windows machine. If you have more than 10 users, you will need one of the 
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versions of MS Windows Server on the network server and enough Client 
Access Licenses for all your users. 

For more than 25 users on a Microsoft network, you need to have MS 
Windows Small Business Server or MS SQL Server installed. At this point it 
makes sense to have a relationship with a networking specialist or company 
for setup of the server software. 

Time Matters Enterprise is also available for Linux. Expect to use the 
services of a person familiar with Linux to get up and running.  

Support is available at reasonable rates from Time Matters for all versions of 
the program. 

Importing Existing Information 

Bringing existing information into Time Matters is not technically 
"installation," but it is a crucial step for most offices. Converting data from 
and old system can require significant effort, not due to limitations in Time 
Matters, but rather due to the usually less-than-perfect condition of a firm's 
existing data. Often the information has been entered into the old system in 
different ways. People have saved information in odd places in the old 
program because of its limitations. These factors can complicate the 
conversion process. 

Time Matters has pre-programmed import routines for 21 different software 
products including various versions of Amicus Attorney, Act, Goldmine, 
Outlook, PCLaw, Timeslips, QuickBooks, Juris and TABS. You can save a 
great deal of time and effort by importing your list of clients, matters and 
other information using one of these imports. In addition, Time Matters has 
a Custom Import feature for working with information that can be exported 
from other software products. 

You can save time and get better results by hiring an experienced Time 
Matters consultant to assist you with importing information and customizing 
Time Matters to the needs of your particular practice. Sure, you can take the 
time to work through the manual and videos to master the tools for 
customizing the product. The vendor also offers live training classes and 
training over the Web. But if you do it yourself, you miss out on efficiencies 
that a consultant can bring to your practice based on years of experience in 
working with firms like yours.  

How long does it take for people to get up to speed on it? 
In our experience, most people get over their initial resistance to changing 
to new computer software, including Time Matters, in less than two weeks. 
By the end of that time, with a few exceptions, the users are glad to have 
the new software and wonder how they ever got along without it. The results 
depend to a great extent on these critical factors: 
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1. Did the users spend at least 6 hours learning the basics of Time 
Matters? 

2. When everyone started using Time Matters, did it contain all the 
essential information that was in the old system? 

3. Was at least some customization done to address the firm's practice 
area or areas? 

4. Was someone available to answer questions and make necessary 
changes while users were getting used to Time Matters? 

5. Was everyone required to switch from the old system to the new 
system? 

The best way to minimize the amount of time for people to get up to speed 
is to carefully prepare for the transition from the old ways of doing things to 
the new ones. 

How customizable is the product?  
Time Matters is highly customizable without programming. Its power can be 
magnified through the use of both simple and complex techniques for 
adapting it to specialized uses. 

Property Files – Time Matter lets you choose from among the 13 different 
practice areas listed above. (Click here to see the list.) When installing Time 
Matters, you choose the appropriate property file from the list. 

Feature Packages – Some Time Matters consulting companies offer pre-
packaged bundles of features tailored to the needs of particular legal 
specialties. These features can be imported into Time Matters, for example, 
to change fields, set up options, merge information into form documents, 
categorize contacts and matters, produce docket systems. See the Time 
Matters Store under Categories / Feature Packages for available products 
(www.timematters.com/store). 

Program Level and User Level Setup - Time Matters allows you a wide 
range of choices that may be applied to the entire system or individually for 
specific users. Because different groups of users handle different kinds of 
work within Time Matters, it is important to set up button bars, lists, reports 
and other options that support each group of users. 

 
Program Level Setup 
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Lists and Quick Tabs – Record lists in Time Matters can be reconfigured to 
show the information you need to see. Different lists may be designed for 
different purposes and users, showing only records that meet given criteria. 

 
Quick Tabs on the Contact List 

Templates – The appearance and content of different types of records – 
Contacts, Matters, Events, To-Do's, Documents, Emails, Notes, Phone 
Messages, Custom Forms and Websites – can be adapted for each practice 
area and for special purposes. Clipboard templates can be created for 
pasting information from Time Matters into documents and Emails. Merge 
templates can be designed to create documents and envelopes 
automatically. AutoEntry Forms may be designed to accelerate the partial 
completion of frequently created records, such as time entries and phone 
messages. 

Security – A comprehensive set of security options can prohibit access to 
sensitive information based on a wide range of criteria. Security can be 
applied based on features, users, clients, matters, types of records, time of 
day and more. 

Coding and Color Coding – Four-letter abbreviations with understandable 
labels are used throughout the program to classify information. You have 
complete control over the addition, modification and deletion of these codes. 
They may be used to color-code records by Staff or by type of record. 

Integration with Other Applications – Time Matters includes links to a 
variety of industry-leading third-party applications, including MS Word, Corel 
WordPerfect, LexisNexis Research, MS Internet Explorer, MS Outlook, Palm 
OS, Pocket PC, HotDocs, WORLDOX, iManage, Tabs3, PCLaw, Timeslips, 
QuickBooks and Juris. 

What kind of ongoing support do you need?  
The amount of support you need varies with who you are, but everyone 
benefits from devoting some uninterrupted learning time at the beginning. A 
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variety of resources are available to facilitate learning and allow users to 
answer their own questions. 

Time Matters is designed for users to install and learn the program 
themselves and that is what most users do. In order to achieve the 
efficiencies that are possible with Time Matters and reduce the amount of 
non-billable time getting started with it, users can take advantage of a 
network of Time Matters Authorized Independent Consultants (AICs). A 
directory of AICs is available on the Time Matters website 
(www.timematters.com/consultants/). A number of these consultants work 
with firms throughout North America and the world using Internet remote 
control technology to share the user's screen, keyboard and mouse. By 
working remotely, AICs can work with attorneys and staff to configure Time 
Matters for their needs and to teach them the skills most important and 
relevant to them and their office. 

Most software programs need to be updated. With Time Matters, you can 
apply an update to one computer on your network and all other computers 
will be updated rapidly as users open the program. The Time Matters Service 
Releases are not just bug fixes; each one adds new features in response 
user requests and is available for download at no charge. 

A variety of support resources for customizing and learning Time Matters are 
available: 

 The HelpCam CD videos introduce users to the program and show how 
to customize it. 

 Context sensitive Help is available throughout the program for basic 
information about various functions and quick answers.  

 The User Manual, included both printed and PDF formats, serves as an 
extensive reference. It includes Frequently Asked Questions. 

 On the Time Matters website, the Service Center has white papers 
covering selected topics in depth and a searchable, indexed Knowledge 
Base organized by topic and subtopic. 
(www.timematters.com/support/servicecenter/) 

 The AIC Solutions Forum is a place for Time Matters, Billing Matters 
and World Server users and consultants to share knowledge about 
these applications, tailor these applications to individual needs, and 
develop specialized solutions. It is available to registered users via 
Email, Newsreader and the Web and is accessible from the Service 
Center. 

 New purchasers receive 10 free support incidents to be used within 90 
day of purchase. Additional incidents may be purchased. The Time 
Matters support staff have earned a great reputation for quality and 
responsiveness. 
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What are the 3 main weaknesses of the product? 
1. Although some are available through the Time Matters Store, a wider 

selection of third-party guides and feature packages targeted at 
particular practice areas and advanced features would allow users to 
gain greater efficiency from advanced Time Matters features without 
investing as much time. 

2. Time Matters could benefit from more attractive cosmetics. The 
program received an extensive makeover in Version 5, improving its 
usability and aesthetics, but there is still room for improvement. A 
popular recent addition was the inclusion of beautiful artwork as 
optional backgrounds. 

     
Time Matters Backgrounds 

The current Power Views feature allows for the design of customized 
record layouts for the display of information. Although all the standard 
Time Matters data entry screens are customizable, we would like to 
see the power of Power Views available for data entry screens, too. 

3. Time Matters – and practice management applications generally – 
suffer from an image problem among lawyers. Less than 50% of 
lawyers are regular users of practice management software. Other 
professions and businesses have fully embraced technology as a vital 
key to their success. Many lawyers still view computers and software 
almost as necessary evils. Though DATA.TXT, the maker of Time 
Matters, and other companies are trying hard, we would like to see 
even more effective communication about the differences that practice 
management software can make to the practice of law. Lawyers and 
staff are not the only beneficiaries of increased effectiveness and 
productivity; legal clients benefit from faster and more economical 
service. 

What are the 3 main strengths of the product?  
Time Matters Advantage 1:  Choice 

Choice has become almost a mantra with Time Matters. The answer to the 
question, "Can it do this?" is almost always, "Yes. Which of these three or 
four or five different approaches works best for you?" Need to track more 
information? There are scores of customizable user fields on Contacts, 
Matters, and other records. A record layout looks too busy? Change the 
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layout and hide unneeded fields. Want to access your information from 
another office, your laptop, Palm organizer, or any Internet-connected PC in 
the world? You can. 

One firm may simply want to share a calendar to coordinate their 
appointments, a list of clients, and a list of matters with basic information 
about each one. They can get up and running very quickly and, for example, 
not touch the power of Time Matters to create and organize documents 
automatically. Another firm may decide to systemize the way they handle all 
communications to and from their clients, becoming more responsive and 
generating new business through the helpful information they supply. Both 
choices are equally workable with Time Matters. The Time Matters product 
line offers a broad range of choices. 

Time Matters Advantage 2:  Stability 

Each new release of Time Matters goes through extensive testing in-house 
and throughout the network of Authorized Independent Consultants. Over 
the years the company has focused on quality under the hood. The 
Professional Edition comes with its own stable database technology that runs 
on all popular networks; the Enterprise Edition runs on industry standard 
Microsoft SQL server. Given the tremendous variety of available computer 
hardware and software and the occasional susceptibility of MS Windows, it is 
possible to experience a problem while using Time Matters. But it is 
extremely rare for the cause to be traced to an issue within the Time Matters 
program. When a problem does arise, it is extremely rare for any loss of 
data to occur. Time Matters sets high standards for quality, reliability and 
stability. 

Time Matters Advantage 3:  Community 

Because of its popularity and large market share, Time Matters users benefit 
from an extensive and varied community of people. The company actively 
solicits new ideas from users (Email yours to ideas@timematters.com) and 
incorporates them into new releases. As a result, all of the users benefit 
from the ideas of their peers. The same process occurs on active forums 
where questions and answers are posted. The AIC Support Forum, (available 
through the Time Matters Service Center), the TechnoLawyer Community, 
and the Time Matters Elder-Law Listserver are constant sources of 
information about how to make better use of the program and how to adapt 
it to particular legal tasks and specialties.  

An active network of consultants assists firms with planning, installation, 
data conversion, training and follow-up support. They produce learning 
materials and feature packages available through Time Matters and they 
volunteer answers regularly in the forums. Some have organized local user 
meetings with presentations and open discussions among Time Matters 
enthusiasts. 
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Knowledgeable users, consultants, and experts at DATA.TXT contribute to 
the resources in the Time Matters Service Center. It offers white papers and 
a Knowledge Base that cover narrow topics in depth. 

Perhaps the best aspect of the community is the way that Time Matters 
people share and help each other. If you are new to Time Matters and have 
the opportunity to visit another firm that has the product, be prepared for an 
enthusiastic tour. If you call Tech Support, expect a call back within two 
hours from someone who really knows how to help you. If you ask a 
question in a forum, expect multiple answers without waiting long. The 
company has experienced increasing sales every year right through the 
technology recession, so expect the community to continue its strong 
growth, too. 

 

Amicus Attorney Summary 
By Dave Bilinsky 

 

A brief note for this part of the paper:  I have no affiliation with Amicus 
Attorney or Gavel & Gown software – other than as a user and sometimes 
author of papers regarding their software (such as this paper, for which I 
receive no remuneration from Gavel & Gown or anyone else for that matter).  
I neither sell the product nor do I consult on the product.  Accordingly, this 
part of the paper reflects my opinions on the product – I have included 
information from Amicus Attorney’s web site only because this is the most 
efficient and effective way to gather and present this information. 

 

With no further ado, here is a brief overview of different Q&A’s regarding the 
product: 

 

What versions of the product are available?  
 
Currently Amicus Attorney V+ has three versions (Organizer edition, for the 
single user, Advanced and Client-Server). As well, Amicus Attorney version X 
is now available.  Amicus Attorney X is a web-based version of the product 
that is platform-independent (it will run on any computer running Internet 
Explorer) with advanced features (see summary on the new version just a 
little later in this paper). 
 
A detailed feature comparison between the three V+ versions (Organizer, 
Advanced and Client-Server) and Version X is as follows:  
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What does Amicus Attorney cost?  
 
US pricing: 
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Canadian Pricing (as of March 2004): 
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New Developments: 
 
There is one big development with regard to Amicus Attorney.  Amicus 
Attorney Version X has been released.  
 
Here is an overview of what is new in Version X: 
 

(1) If your server is connected to the Internet, you can run from any 
machine that is connected to the Internet – anywhere, anytime. 
Nothing is installed on the local machine. 

(2) All existing functionality is preserved and in fact, enhanced. 
(3) Amicus Attorney is now built on Microsoft’s SQL platform, building 

on this strong database foundation. 
(4) Now one phone call or appointment or email can be filed as being 

relevant to multiple files (such as when you talk to a client about all 
their files and not just one). 
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(5) There is a new “Notes” module in Version X – that is free-form – 
allowing you to jot down something and then go back and convert it 
to a To Do, an appointment, a time entry etc…This will replace all 
the sticky notes that you have on your monitor!!! 

(6) You can design custom pages (unlimited in the Platinum edition) as 
well as having increasing customization with the addition of many 
new custom fields in existing parts of Amicus Attorney. 

(7) There are custom records in Amicus Attorney for information that 
you need collated (and totaled, if numbers are important, such as 
$$ spend on medical-legal reports). 

(8) Searching within Amicus Attorney has been enhanced. 
(9) Scheduling within the Calendar module has been enhanced – such 

as having Amicus Attorney automatically remind a client by email 
the day before an appointment. 

(10) Document management features have been enhanced by the 
addition of Microsoft’s Indexing Service and the CommCenter now 
includes letters and faxes with your emails and telephone calls and 
messages. 

(11) The Contacts Module is now the People Module – and you can 
include all your staff as ‘people’ on the file with associated roles and 
responsibilities. You can attach a photograph to everyone in your 
People Module – allowing you to associate a face with a name. 

(12) The Time Tracking and Accounting Links have been enhanced  - 
easing the creation of links with accounting systems using the new 
‘wizard’ and the tracking of expenses on files. 

(13) Client collaboration features have been added that grant client 
select access to their files and information (but only such access as 
you choose). You can collaborate with a client on the drafting of a 
document, for example, via Amicus Attorney. 

(14) Support for Hot Docs version 6. 
 
Check the Amicus Attorney web site for full details on this new version: 
www.amicusattorney.com  

 
 

What types of practice is the product suited to?  
 
Amicus Attorney Organzier edition is well-suited to solo practitioners.  The 
Advanced version is for firms with up to 15 users.  The Client-Server edition 
is suitable for firms up to 500 users. 
 
In terms of the types of practices that use Amicus Attorney, I have used 
Amicus Attorney in my practice as a PI lawyer and seen successful 
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implementations in family law practices, in general litigation practices, in 
corporate and commercial firms – in other words, in many, many small to 
mid-size firms.  
 
Amicus Attorney is most useful when it is paired with a legal accounting 
system.  In my experience, this is particularly true where Amicus Attorney is 
paired with PCLaw as their accounting system, as I have seen that PCLaw 
and Amicus Attorney work well together. However, Amicus Attorney is 
designed to work with many accounting systems, in a dynamic mode, an 
enhanced mode or otherwise as follows: 
 
 

Dynamic Accounting Links 

PCLaw   
The Dynamic Accounting Link with PCLaw® allows you to 
automatically share your Client/File and Matter information 
between the two programs, and allows you to post your 
Amicus Attorney Time Entries directly to your Matters in 
PCLaw. The links with PCLaw also features the Account 
Inquiry option to access accounting information from a 
particular Client or File in Amicus Attorney. Click here for 
more information and a demonstration of the link. 

Timeslips   

 

The Dynamic Accounting Link with Timeslips® also allows you
to automatically share your Client and File information 
between the two programs, and allows you to post your 
Amicus Attorney Time Entries directly to your Clients in 
Timeslips. Click here for more information and a 
demonstration of the link. 

QuickBooks    

 

The data sharing feature with QuickBooks® 2002 products 
allow users to automatically share information between the 
two programs, minimizing the amount of data entry. 
Client/Files in Amicus Attorney exchange with Customer:Jobs 
in QuickBooks, Vendors are exchanged between the two, and 
Time Entries are posted directly to QuickBooks. Click here to 
see a demonstration of the link.   

 

Enhanced Accounting Links 

Juris   
The integration with Juris® allows time entries to be passed 
to Juris and it allows both systems to share client and matter 
details. The link also features the Account Inquiry feature to 
display accounting information on a particular Amicus 
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Attorney Client or File. Click here to learn more about the link 
with Juris. 

TABS III   

 

The integration with TABS III® allows time entries to be 
passed to TABS III and it allows both systems to share client 
and matter details.   

 

Other Accounting System Options 

  

Along with the Dynamic and Enhanced Links, Amicus Attorney also works with the 
following accounting programs: Brief Accounting®, Cognito®, Dexco®, Elite®, ESI 
Law®, Laserform Legal Accounts®, LegalPRO/SoloPRO®, Lagalmaster®, Legal Vision®, 
Canterbury Lighthouse®, Manac®, Quicken®, Quill®, Solace Accounting®, Solace 
Millennium®, SOS Practice Manager®, and Verdict®. 

If you don't see your accounting system in the list, you can still have it work with Amicus 
Attorney. If your accounting system has the ability to import, then you can create a 
template in Amicus Attorney that will allow you to post your time entries to your 
accounting system. 

 
 

Implementation issues - can you install it yourself?  
 
In every case but one, I have installed Amicus Attorney myself  (advanced, 
and client-server. In most of these cases, I have taken advantage of Amicus 
Attorney telephone and email support – why not? – it is free to you with 
every new purchase and upgrade. However, I believe that lawyer time 
should be spend on what lawyers do best – lawyering – and we should leave 
the technology and implementation issues to those who do this work best. 
The time that you invest in installing a software package – Amicus Attorney 
or any other system, can be better put to lawyering.  Furthermore, if you 
were to run into a technical glitch (after all, computer hardware and 
software can be finicky) the time you spend can be many more times the 
cost if a knowledgably person was used. I happen to be fortunate – there is 
a certified Amicus Attorney consultant in my area who is rumoured to walk 
on water – at least that is what everyone says after they use her (you can 
find an Amicus Certified consultant in your area by going to:  
http://www.amicusattorney.com/consultants/index.asp.)  She also has her 
credentials with PCLaw, which may also explain why I have so many lawyers 
in my area who are happy with the combination of Amicus Attorney and 
PCLaw. 
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Accordingly, I recommend that you use an Amicus Attorney certified 
consultant to set up any third-party software links and any customization for 
you.  
 
In terms of links with third-party applications, Amicus Attorney will work 
with the following products: 
 

Court Docketing 

 

Automatically schedule your court dockets according to State 
and Federal court rules. By licensing CompuLaw's court 
engine for use with Amicus Attorney, you can schedule 
hundreds of related dates in just seconds. All the appropriate 
deadlines are instantly entered on your calendar and in your 
client's file. Order your copy of CompuLaw from Gavel & 
Gown.  

 

Handheld Organizers 

 

 

HotSync your Palm™ OS Organizer with a single button. 
Amicus Attorney provides a direct real-time bi-directional 
synchronization with Palm™ OS organizers. It transfers your 
calendar appointments and to-do's with Client File references 
as well as your complete contact list.  

Client/Server Edition users can synchronize with other hand-
held devices through Microsoft® Outlook® by enabling 
Outlook Synchronization in Amicus Attorney.  

 

E-mail Integration  

 

 

E-mail messages can be attached to your Files and Contacts, 
so the history of e-mail communications is at your fingertips 
when and where you need it. Save e-mails individually, or 
have Amicus Attorney do it for you automatically. E-mail can 
be sent, received and managed from the new ComCenter 
module. Amicus Attorney helps you follow up on your e-mails 
as well. Attach documents to files. Convert e-mails into To 
Dos. Get reminders in your Daily Report. And of course 
generate automatic time entries for your e-mail 
correspondence. Amicus Attorney's e-mail integration works 
with both Microsoft® Outlook® and Novell® GroupWise®.  

 

Scanned Documents 

 

A convenient link with PaperPort® automates the process of 
attaching scanned documents to your Client Files in Amicus 
Attorney  
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Document Management 

 
The popular WORLDOX® document management system 
integrates with Amicus Attorney.  

 

Medical Record Retrieval 

 

Online integration with RapidRetrieve™ by MediConnect.net™ 
allows for easy online medical record retrieval. Click here to 
learn more about the integration. 

 

Writs of Execution and Property Searches 

 

Online integration with BAR-eX™ Search services for users in 
Ontario Canada 

• BAR-eX Property Search using POLARIS™  
• WritSearch™ by name or by number  
• OWL™ (Ontario Writs Locator)  

Click here to learn more about the integration. 
 
 

How long does it take for people to get up to speed on it? 
 
Amicus Attorney’s graphical interface and ease of use results in a very flat 
learning curve. A few hours is all that it would take to grasp the core 
functionality of Amicus Attorney – that being the Calendar, the Time Sheet, 
the CommCenter and and the File modules.  Customization work – such as 
implementing your letterhead format for merge features with Amicus 
Attorney and your Word Processor will take some understanding of how the 
program works – I would not recommend jumping into this until you have 
worked with Amicus a little while.  However, this is not difficult – I am just 
not recommending that you try to do everything at once.  After all, it is 
easier to swallow an elephant if you do it a little bit at a time. 
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How customizable is the product?  
 
I have tried to outline how you can customize the program through the 
Office module – by going into Setup and into Preferences.  You can set up 
Amicus to track custom fields in the file opening process. You can set up 
linked events – for example to generate reminders for a upcoming trial – 
that will generate all reminders for the production of expert reports, for 
reminding your client to bring in a retainer prior to trial etc - that can be 
designated a precedent and reused over and over again on different files. 
However, to be fair, I have done little customization – finding that the 
program suits my needs without much ‘tweaking’- and that is after using it 
for 8+ years! Others may find that they want to highly customize the 
program, and in this respect, I acknowledge that Time Matters has the edge 
over AA version V. But version X of Amicus Attorney is very customizable – 
and it maintains Amicus Attorney’s famous ease of use.  You may in fact find 
that you can get your cake and eat it too... 
 
Wells has mentioned TM’s Feature Packages – Amicus has an equivalent 
called Practice Packs. 
 
In fact, if you are interested in how to customize Amicus Attorney in your 
particular instance (and I recognize the inherent difficulty in writing a 
generic paragraph on how to customize a program for a particular user), I 
recommend that you call Amicus Attorney directly and speak to them.  I 
have found that they are more than willing to discuss their product and 
whether the product is suitable for use in a particular instance – after all, 
they don’t want unsatisfied purchasers out there. 
 

What kind of ongoing support do you need?  
 
Amicus Attorney comes with a free support period (90 days or 5 incidents 
after shipping, 3 with the organizer edition) and you can elect to take out an 
Annual Service Plan. I have such a plan and find that it is invaluable.  I have 
found that I have needed support – usually 1-2 times/year, either to assist 
in migrating the system between computers or when the product undergoes 
an upgrade, or unfortunately when the database gets corrupted (usually due 
to an premature shutdown of the Windows operating system for reasons not 
attributable to Amicus Attorney – hopefully with Windows XP being more 
stable than prior Windows versions, this will not occur at all..).  
 
When Windows did crash taking my database with it, Amicus Support took in 
my database by FTP, fixed it and FTP’d it back to me so that I was back up 
and operating with as little down time as possible.  I have found that Amicus 
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Attorney’s Support has always been very helpful and sympathetic – a nice 
touch when you really need it – but no matter how fast the turnaround time 
is, it is always too long when you are waiting for a problem to be solved… 
 

What are the 3 main weaknesses of the product? 
While Amicus Attorney links dynamically with many accounting systems such 
as PCLaw, Timeslips or Quickbooks, in a perfect world, I would like to see 
Amicus Attorney have a fully integrated Accounting Module providing general 
and trust accounting functions all within one database. 

Secondly, I would like to see the ability to resize the screens and dialogue 
boxes within Amicus. 

Thirdly, I always want systems to be more integrated than they are – and 
this applies to Amicus Attorney as much as to all other software.  I would 
want the links with other products to be as simple and straightforward as 
possible. 

 

What are the 3 main strengths of the product?  
 
Undoubtedly, the first and foremost major strength of Amicus Attorney is its 
Ease of Use.  The program has been designed by a lawyer to work the way 
that lawyers need a practice management program to work. The modules 
and screens have been designed to be instantly understandable to lawyers.  
The program mirrors how lawyers work – starting from the Files orientation 
of the program, and continuing through the Calendar, the Time Sheet and 
the CommCenter.  Each of these has been given careful thought to ensure 
that they work ‘as they ought to’.  And they work seamlessly together as an 
integrated whole. 
 
The second major strength would be Workflow - how Amicus Attorney 
allows you to be efficient and effective by taking a telephone call message 
and converting that to a telephone call record – and converting that to a To 
Do – and converting that to a Calendar Appointment and converting that to 
a Billable time entry that is in turn, sent to your accounting system. This 
integration ability that saves keystrokes and allows you to keep progressing 
with a file by working with the product is a major advantage over paper 
systems or indeed, over systems such as Outlook. This workflow ability has 
allowed me to take my practice virtually paperless – since I work with emails 
and electronic documents rather than generate paper.  All this electronic 
information is stored within Amicus Attorney or linked to it (such as the 
Outlook email integration)– allowing me to use Amicus Attorney as the 
center of my practice. 
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A third major strength is that Amicus Attorney’s Systems Approach.  
Amicus Attorney maintains all of the systems (conflict checking, bring 
forwards, ticklers and the like) that lawyers need to practice ethically and 
competently - right to their desktop.  There is no need to maintain separate 
time wasting paper systems. 
 

Selecting and Implementing Practice 
Management Software 
The best way to see the features of the practice management products is to 
take an on-line demo or download trial versions.  See the Amicus demo at 
www.amicusattorney.com. On the Time Matters Website there are dozens of 
multimedia files that demonstrate its features. (www.timematters.com/)  

Other popular practice management products include: 

 Prolaw or Prolaw Ready (for smaller firms) (www.prolaw.com/)  

 PracticeMaster (www.practicemaster.com/) from the makers of Tabs3 

 Client Profiles (www.clientprofiles.com) an integrated legal accounting 
and practice management system. 

 Computer Law Systems, Inc. (www.clssummit.com) 

 Corprasoft (www.corprasoft.com) – Corporate Law Departments 

 LawStream (www.lawstream.com) – an integrated legal accounting 
and practice management system. 

 LAWTRAC (www.lawtrac.com) – Corporate Law Departments 

 Legal Easy, Inc. Attorney's Assistant (www.legaleasy.com) – Family 
Law Office Suite 

 Legal Files (www.legalfiles.com/)   

 LextraNet (www.lextranet.com) – Web-based litigation support and 
case management 

 Needles (www.needleslaw.com) 

 PCLaw (www.pclaw.com) – this is a legal accounting system that has 
added practice management features in their latest version 7. 

 Perfect Law (www.perfectlaw.com) 

 RealLegal Practice Manager (www.reallegal.com) 

 

Ideally, you should also spend some time with a legal technology consultant 
who can demonstrate the features of the software you are looking at, and 
who can listen to your questions and provide one-on-one answers and 
feedback.  Talk to existing users of the products you are looking add, and 
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ideally look for attorney in the same area of law. The services of a good legal 
technology consultant can also help you sort out which product is best for 
you.  Law Office Computing Magazine (www.lawofficecomputing.com) is an 
excellent source of information, as are the Technolawyer 
(www.technolawyer.com) and ABA LawTech (www.abanet.org) Email lists. 

When you are reviewing different products, make sure you consider whether 
they are flexible enough to work the way you do.  Can they be customized?  
Do like the standard billing format and/or can accounts be customized. How 
do they integrate with your existing software and what data sharing or 
importing will be required(this can be time consuming and expensive)?  
Ultimately, it should be about the product helping your practice, not about 
making your practice adapt to fit the product. Although, in some cases, you 
will have to change or adapt the way in which you do certain tasks or 
processes.  This may include how you handle information, who enters it in 
the computer, how file materials are collected and stored etc.  This will 
require some thought on your part, and the input, participation and co-
operation of your staff.  It is critical to get their input and have them 
participate in the selection and implementation process.  

The basic cost of practice management software products varies from a 
several hundred to a few thousand dollars per user.  Stand-alone versions 
tend to be at the lower end of this range, versions that allow seamless 24-7 
access over the Web tend to be at the upper end of this range.  However, 
the actual cost of the software will be a small part of your overall costs, 
which will include implementation and training costs.  To implement it, you 
will likely need to hire the product vendor or a consultant, especially if you 
have to convert data from an older system.   All practice management 
products are complex.  Everyone in your office will require training.   
Training is essential - if you don't properly train your lawyers and staff, they 
won't use the product to its full advantage.    

Summary 
Technology has become an essential part of what is reasonably necessary to 
practice law in a competent manner.  Ideally, practice management software 
should be in place as the central nervous system in every law office or legal 
department.  The ability of these products to share and manage the critical 
information that lawyers and law office staff need is nothing short of 
amazing.  They can make an individual practice, and indeed an entire firm, 
far more efficient and profitable, with the added benefit that they can help 
implement basic practice management processes that can help prevent the 
common types of errors that lead to errors or malpractice claims.  While 
Outlook can assist lawyers in managing much of the information they need, 
and many of the tasks that must be completed, it is not a true substitute for 
one of the law-office specific case management products. 
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The level of integration that many of the law office specific case 
management products have with other law office specific products, be it 
timekeeping and billing, document management, issue management and 
document assembly, along with their being tailored to how a lawyer works 
and the systems that need to be kept and the tasks that must be done, 
simply makes them unbeatable. These practice management tools can 
become the ‘central nervous system’ for your practice – they can save time, 
they can save money and they can save worry – by ensuring that all the 
different systems of your practice are being maintained in a manner that 
allows you to carry on the practice of law in conjunction with the application 
and supported by it.   

 

Ultimately, despite the leapfrogging that takes place between Amicus 
Attorney and Time Matters in terms of “Who is Rated #1 or #2”, (Time 
Matter was ranked #1 and Amicus Attorney #2 by a Law Office Computing 
survey released in 2003, while Legal Assistant Today reversed these 
rankings in their survey released in 2003), the best tool is ultimately the one 
that is actually used.  Accordingly, you are the final arbiter:  Look at the 
functionality that is most important to you and see which application meets 
those needs best in terms of how you work. Then implement it – and join 
the thousands of lawyers who now say that when it comes to Practice 
Management Software, they simply could not imagine practising without it. 
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